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OFFICE CF THE CHIEF 


directs and supervises the preparation of the 
annual budget; consults and advises operating 
officials in the dewelopment of financial 
programs to insure proper utilisaticn of mane 
power and funds; supervises control over 
personne] positions, supervises the iseuence 
of sll forma; directs the preperetion and 
installatio: of new procedures. 


| 
| 
Adminiaters the budget progrm of the i gency; 
| 


Prepares annvuel budget estimates; controls 
appropriations, sepportionments, and allot~ 
jmente of funds, prepares financial and 
statistical reports required by the ‘er 
vepertaent, Congressional Comittess, and 
‘the Buresu. of the Budget; reviews procure~ 
ment documents. 


Weintains control over personnel ceilings 
(vouchered, unvo chered, naval and 
nilitery); prepares personnel] reporta as 
required by the Director's Office, Chief of | 
Persomel and Administration, Var Dept, 
Congressional Comittees, ete. 


| 


Studies and analyses the effectiveness of | 
prosert procedures; prepares permenent 
procedures for current and future applicutions 
approves and supervises the instaliation of 
new procedures, forms and business systema. 
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